RECORD OF PROCEEDINGS

o Minutesof 555061 Records Commission for Retention and Policy _Meeting

DAYTONLEGAL BLANK, INC., FOINM NO. 10148 =

Held November 20 ' | a0 24

Roll Call: Present
| Chair Heichel, Trustee Shinaberry, Trustee Ciamacco, Fiscal Officer, Joann Bury.

Also present were the following Department Leaders: Township Administrator, Pat Myers; Police Chief, John Belford; Service
Director, Matt Newman; Senior Center Director, Valerie Shaw; Code Enforcement/Zoning Compliance Director, Adam Sears.

Per ORC 149.42, In each township a township records commission, composed of the chairperson of the board of township
trustees and the fiscal officer of the township commission shall meet at least once every twelve months and upon the call of the
chairperson.

Chair Heichel called the meeting to order at 6:00 P.M.

Trustee Heichel welcomed all and noted we have three new department leaders. She began with a brief overview about the
purpose of this meeting. She explained the "records retention annual meeting” refers to a yearly gathering where we review and
update our document retention policies, ensuring that all relévant records are kept for the appropriate amount of time according
to legal and operational requirements, while also identifying and properly disposing of outdated or unnecessary documents.

The trustees are responsible for the records retention schedule and policy. Also keeping current with regulatory changes.
The department leaders are responsible for adhering to the schedule.

Administrator, Pat Myers we'll be getting with éach department leader, provide them with the current policy and schedule, and
review it together with them to make sure there's a clear understanding of their duties. No Changes were made. Policy approved.

The meeting was adjourned at 6:04 P.M.
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